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SECRET

8 May 1957

MEMORAHDUM FOR: Chajxman, Suggestion Awards Committee
SUBJECTs Minutes of 25 April 1957 Committee Meeting

1. The CIA Suggestion Awards Commnittec met on Thursday,

25X1A 25 April 1957 at 10300 aun. in Room 2601 Curis Hall with Mr.
| _pr;esidtngu The following persons were presents

DDS/OP

Do5S/0S
DDS/OTR
DDS/OL
DDI/OCR
DD/1 Admin
DDP/WE
DDP/PP
oDs/oC
DDS/MatS
DDS/Mgts

25X1A

2. The following ciscussions ensueds

The appointment on March 18, 1957 of I 25X1A
B :: the Executive Secretary of the Suge

gestion Awsrds Committee and as Chief, Suggestion

Awards Staff.

25X1A e

by The Committee agreed that the Suggestlion Awards
Staff would screen suggestions. Those ideas which
are in effect, "sillys" or considered to be outside
the "suggestion” category would be dealt with by
the Suggesiion Awards Staff without referral to the
Committee. '

¢. The Chairman spoke of the need for extended promo=
tion of the Suggestion Awaxds Program. He stated
that he plans to use promotional and advertising
talents from within Management Staff and to ask for
help in other parts of the Agency. He requested
the Commlittee to submit any constructive and per-
tinent ideas to him. [ commented 25X1A
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on the need for publicity and promotion at the
highost levels that specific awasds should be
brought o the attention of the top Administra-
tors, el that small awards must share the pro-

motion newvs with the spectaculay awards.

The Chairman discussed the processing goal of
the Suggustlon Awards Staffe-niamely, 90 days
to complete suggestlons. This is a goal and

- not always possible,

The Committee agreed to the Suggestion Awords

Staff’s use of a “Possible Indefinite Category”
with a tickler system. This category to be used
vhen suggestions require extensive testing. An

interim lelter will bs sent to the sucgaster oxw
plaining the delays W suggesteds  25X1A
the Conmiites agreed, that interim awards should

be given uhaenever possibiae, . ’

— doubted that the Agency is getting its

money“s vorth from the Suggestion Awaxds Program.

He had refgrence to suagestions of questionable

value. Jin this connection NI &xplained 25X1A
that he wes setting up an internal committee in

the Pxinting & Sexrvices Division, OL. This Com-

mittee will work with individual suggesters assist-

ing them in developing and presenting their ideas,

highlighting the advantages of Work Simplificatien.

Those ideas which the Committee considers to be

adoptable will be forwarded ¢o the Suggestion Awasds

Staff for processing and evaluation by the Agency 25X1A
Committeo. The Chaivwan desczibed

active internal commiitee in the Office of Logis~
tics, Procurament Division, and praised both Mz.

w D es
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3. The Committee approved awavds in the amounts shown
for the -following casess

Suggestion Total Amount of Award Est. Flrste
Ne. Awazd for Intangible Yr. Tangible
L R B IR R = ‘ S “-.Ej qmsmaxmm :s"ggmmﬁxu =
Y ent $25.00 $25.00
v’ 1987 25,00 25.00
v 2816 50,00 50,00
2373 Lstter nf apprecliation
\f? #2608 i0.00 10.00 Refer to CSC
e m‘?633 100@00 e 5594433 2@
LRG0 10.00 10.00 Refexr to GSA
2893 Letter of appreciation

¥This Agency to award $i0.00, CSC to further evaiuate for
beneflt to sther governmsnt agencies using GSI cafeterias.

Wlmmnittee reestimated tangible savings taking into core=
sideration loss of productive time not previously calw
culated.

*ErCuggester is a Guard. Axrangementis have been made with
GSA for them to pay the awavrd. Suggestion Awards Staff
will follow-up on this.

4, The Committee recommerdded additional action on the
foilowing:

a. Suggestion No. 1079 = The Suggestion Awards Staff
to check further and determine if a need exists
for the notice about personal mall addressed to
2430 E Street. Awazd of $10.00 without further
zeference to the Committee to be given if Notice
is needed and published.

b. Suggestion No. 2644 - Defarred. [N ~i:: 25X1A
check further to detoxzmine if the suggestion rela-
tive to a Short Training Course for blue collared
pexrsonnel had been adopted. It was his feeling that
the idea was already in effect prior to receipt
of suggestion.

- 3
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18 April 1957

25X1A MEMORANDUM FOR ¢ _

SUBJECT

+ Meeting of CIA Suggestion Awards Committee

.

The CIA Suggestion Awards Committee will meet on Thursday,

25 Apri] 1957 at 30:00 A, M. in Room 2601, Curie Hall,

ITOR THE CHAIRMAN, SUGGESTION AWARDS COMMITTEE

U‘ v “g :
App#?\!@d EMR&?HB/G 2000/08/15 : C|A-RDP80-00832A000200070013-4/
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2l april 1957
CONFIDENTY AL -
Suggestion No, 1079
: Date of Suggestions 20 July 195k -
25X1A _ Office of Personnsl/PAD  Plasement Officer
: GS=11
Lo Swmery of the Suggestions
Suggester proposed that mall addressed to employees
cars of the Agency or 2430 E Street be returned to tl’;:‘ :
seiider marked uninown, '
Bo Evalustion of the Concerned Office s
Chiaf, OLM Steff, DD/P, on 20 March 1957 stated
the following: See ai’itachec’i rasvaluation, !
G. Rocommendation of the Executive Soore'hgﬂ )

Approval, Award of $10-$25 based on intengible
benefits (slight«limited), Although the suggestion has not

veen adopted as yet, we have boen assured by NN that

the notice will be published in the near future,
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15 April 1957

CIA INTIZRNAL USE ONLY
Suggestion No, 1817

Date of Suggestions L Merch 1955

STATINTL _ Office of Comptroller, Fiscal Div. Superesox
G

s Sumrw of the Suggestions

Suggester recommended elovating typewriters to reduce
typistst fatigue, -

B, Evaluation of the Concerned Offices

Chief, Records Management Staff on 9 April 1957 stated
the follewings ‘ :

“The pamphlet The Correct Angle! wes distributed in
the DO/P area during the week of 18 March 1557,
Hoadquarters-wide dlssemination of this pamphlet
has thus been completed, The second order of 100
typewriter 14t boxes has been deliversd %o supply
rooms, About 150 of the 200 boxes delivered have
’L been requlsitioned by typists,

fThis usage of the 11ft boxes confirms our original
estimate that about 200 will be in use by the end
of thig year, Our finsl evalustion of this BUEZBBw
tion thersfore is that the suggester be granted an
avard of $35 based on slight inbangible benefits
applicsble on a locel basis (26 to 1000 employees)y

C. Recormondation of the Ea:eéut:lve Saore-b%

Approval, Award of $25-850 based on intangible bensfits
{slight-local),

a
Vd

R

W
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THE SAME TYPIST . . . -

4
- EFFICIENT
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THE DIFFERENCE? — A simple matter of typewriter height!
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CORRECT TYPEWRITER PLATFORM HEIGHT

FOR MANUALLY - OPERATED TYPEWRITERS

How high should your typewriter be? . . . As high as necessary to
permit and promote the fastest typing with the least effort. Research in
industry and government disclosed that fast, accurate typing requires that
the forearms and hands of the typist be approximately parallel to the slope
of the typewriter keyboard. This slope on a manually-operated typewriter
is about 30°.

For the average person the proper relationship between the angle of
the forearms and hands and the angle of the keyboard slope is usually
gained when the typewriter is between 28 and 30 inches from the floor and
when the chair height is between 16 and 18 inches.

» Prominent typing specialists have long advocated raising typewriter
platform levels.  Virtually all champion typists write with their typewriters
about 30 inches from the floor.
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RESULTS OF HIGHER PLATFORMS

Typing is not only faster, more accu-
rate, and easier, but far less tiring when
the typewriter has been raised to pro-
vide the CORRECT ANGLE with respect
to the forearms, the hands, and the key-
board.

On the left is a composite of the two
pictures on the first page. It illustrates
graphically what a difference the height
of your typewriter does make.

IA-RDP80-00832A00020007001 3-4



Approved For Retease 2000/08/15 : CIA-RDP80-09¥32%000200070013-4

Typing is faster because the typist's hands hug the keyboard to en-
courage a speedy “clawing” stroke, utilizing finger rather than arm move-
ments. The keys are released more quickly and easily because the hand
posture assists rather than resists the fingers.

Work is more accurate because hands are in close proximity to the keys.
Greater control is gained and errors which result from flailing the hands and
arms between strokes are avoided.

You are less tired because the “clawing” finger motion is easier than
the pounding, striking motion and greater leverage on the keys results from
the shorter shoulder distance. In addition, higher typewriters promote
good posture, balanced leg and foot support, and general relaxation.

Thousands of typists using manual typewriters have adopted the higher
typewriter height. The results have been beneficial to both operators and
to those they serve. The change has aided in reducing eye, neck, and back
strain and has increased output.  Also, type impressions on original copies
have become more uniform and carbon copies are clearer.
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Manufacturers, recognizing these merits, are
building modern typewriter desks which permit
adjustment of typewriter height from 28 to 31
inches. However, manual typewriters in offices
equipped with non-adjustable desks can be easily
and inexpensively raised to the higher, correct
working level through the use of typewriter lift
boxes. (See illustration at right.)

RECOMMENDED PROCEDURE FOR CHANGING
TO HIGHER PLATFORMS

An experimental approach is recommended. Here is a procedure that -
has been found effective:

1. Adijust your chair so that your feet rest firmly but comfortably on
the floor. Chair height in most cases should be 16 to 18 inches.
Adjust the back rest of the chair to fit the small of your back at not
higher than waist level.
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2. Raise your typewriter by means of a lift box. This should bring
your forearms about parallel to the slope of the typewriter key-
board; i. e., at an angle of 30° with the horizontal.

3. Allow five days to become accustomed to the new height. It may
take less than 30 minutes.

4. If, ofter a fair trial, you are not sure that you like the new height,
remove the lift box and try the old height for comparison.  You will
probably select the higher level.

WHERE TO GET A TYPEWRITER LIFT BOX

You can get a typewriter lift box from your Building Supply Officer.
If he does not have one in stock he will be glad to order one for you. Ask
for yours today. The CORRECT ANGLE will mean faster, more accurate,
and easier typing.
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Published by the Records Management
Staff to promote greater comfort and
efficiency in the use of typewriters.

The photographs and much of
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b April 1957

Suggestion fo. 1987

Duie of Suggestion: 23 August 1955

| _ /P SE/6 Sec-Steno, Chief G3-5

A. Smmery of the Suggestion:

Suggester vecommends printing the Dispateh Porm 51-28 on
o better grade of paper.

et U B AL

‘ Renords Menegemont Staff reported on 25 July 1956 that this
nageneision holped €0 point up the prodblem in this particuler
Suggation foxr the use of a betier grade of paper for Form 51-28,
3&;1‘&;@; Mapeieh Form. It also helped to dbring ebout a study end
Testing of this prcdlem.

. On 12 HMewsh 1957 Cobief, Records Managsment Stef? stated that
132 spewifinationn for these dispeteb forme ecalled Por 259 veg
AEesis maper in leu of the sulphite stook now umed for dispstches.
+\ was foundi that the quality of the dispateh forp was improved,

Wi the raremmendstion was made that the suggester be granted an
avnd of %5 based on slight intengible benefite epplicable on s

#o Evalustions of Coneerned Offise:

dsud hasis ((26-1,000 emplayess ).
o Beiomwendal tion of the Exesutive Secyetary:

, Approval,, Avand £0 , .
{alsght-1anal ) of $25-350 based on intsugible bemefits

CONFIDERYIAL

"’j )
o/fb qi"-/
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18 March 1557
S CYIA TNTEREAL, USE OHLY

Svggestion No. " 2316

Dete of Suggestion: 9 April 1956

STATINTL _ /P g/ﬂi Asg’t. Supervisor Amalyaie

8-~11

f. Swmmry of the Suggestion:

See sttached suggestion.

(1 E\mlua.ticna of the ﬁcmzsemﬁ Offive:

@hief, BT on 25 April 1956 and b March 1957 stated the follow-
imgx

Y“RI believes that an item of squiypment such as described in
+his sugpestion will be of assistance to Analysis personnel
who are confronted with the necessity for keeping reference
work readily availsble for comsultation in performing their
duties.

N *

“¥he adoption of this suggestiom will scorve lntangible sav-
ioge in the wors effective accomplishment of the analysta’
duties as well o8 coatrlb\ttmg to the improvemsit in their
mmq

“The benefits to be derived fram the adoption of the proposed
rack for the RI/Analysis Secticn remmin of an intangible natuve.
The estimated cost of $200.00 for the tweaty {20} racks is com-
gidered by RI to be a rather reasonable experce that v:!..u be
worthwhile "

Sh HOTE:

STATINTL on 1 ¥arch 1957, [ cotiticd the 848 that this idea
is not considered to be within the job éuties of |GG 25X1A

€. Recomsendation of the Executive Secratary:

Spproval. Award of 3100-$150 based om intangible benefits
{moderate-local). Prototype is in use end ismtisfactory.

L \ CIA INPERHAL USE ONLY

%
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“IPTI{ON OF SUGGESTION SUGGESTION NO.
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e 1 42 this Division (RI) for ressons of space limitation substituted L5" desks for
- --dard 60" desk. Since that time the space has been furthered restricted and perscrne]
“ncreaseds Compounding this situation has been an increase of work load within the
~y=ix fection of the division. This increase has been acoompanied with an inceease in
= bocks and marnuals that the smalysts have beent required-to keep and must use, Therse
«~re at least three reference books which vary in use but none of which could be described
a~ of enly alight valus, With the limitatiem en usable surfase space these er the pouchese
e rested on the flor or ogxy siutsble flat swface. It is suggested that a shelf or
an}::'?) be made which will allew the amalysts te locate these reference beeks in front of
~er Uut not saorificing necessary werk space.There should be great monetary value to
“Iia srrsngement which would soom liquidate sy ocost of such a changee It will furth er

‘Amniu the possibility ef loss of a pouch er a dispatch with which the section is large-
17 concerneds

i r.ckorstadwonldbonmtodthltmtu'hnmomnbolutiu.111
nmmmtbepmidodbyﬁetnntotﬁodﬂ.ltnﬂdbog tched sothat the books
‘asem-laf) would be legible from the chair thus a pitech orf a 10" off the vertiwal,

‘.ere should be alse a 1.&0 or -up so that some pemanncy of book location is achievedd|

“’""C" FOLLOWS - .,{,, A N
T ‘F- - .
fHeLr \“o 7’\‘!5('»«_ I(AM f‘"o lene {L
) - - Lt rva'(maéxﬂ }fwm /)"
C)JJ U‘:{f'rd( .
¢ i
]
i e g
! — :
» -
) A (zr“' 9)
| b: D C.!'ll'lf oOn REVERSE sidE
! . on nEPLACES <164 { 4 -
R T UL o 3U2h
LB |
}
i
:'l
s’
»
b
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SECRET 18 Mawek 1957
Suggestion Ko, 2373

Date of Suggestion: 1 June 1956
_ Deputy Director of Persommel for Plamning & Development

A

Bo

Cavreey Hanageusnt Asst. a8-7

Bummsyy of the Suggestion:

Suggester proposed estedblishing within CIA a systematic, com-
plete, permanent, Official CIA Career Council Master Flle of all
Counecll records and procedures to be centralized in the Office of |
thz Incumbent Exacutive Seerstavy of the Career Coumeil for use by
Council mesbers or Agency offieials as necessary.

Sample of proposed Pile system to be availsbie at meeting.

Evaluations of the Comsernmed Offices:

, Deputy Director of Perscnnel for Plamuing and Development on
5 February stated the following:

"Tae subject suggestion hus excellent objectives im that it
provides a filling and referemce system of sll CIA Career Coumeil
recoxrds and documents.

"To be specific im evaluating the subject suggestion, the
following pointa should be given consideration: ,
8. The naed for the documentstiomn of the Cumeil activities
which will also serve as a quick refersuce guide as &
basis for implementing Council deeisions as well as the
development of persomnel managensut matters is evideat.

b. The four-fold folders, which the suggester devised amd
made, bad not been used before in my office and to my
knowledge not used in other parts of the Agemcy. Such a
folder 1s particularly sdaptable for £iling documents per-
taining to each Council meeting since sueh documents.
logically fall in four categories: (1) Agemda; (2) Min-
utes; (3) Trenscript, and gh) Supporting background papess.
All these papers are equally important, closely related, and
are used simultensously, thus souid not be so eesily used
1f filed in & vegulsr folder chromnlogieally o topically.

e. The cambined Agneda/Mimutes Folder is an excellent sug-
gestion inasmueh as it 1e a supplementsry file for quick
referense when referring to subjects vhich vere dipscussed
at several Council meetings. The point made by the sug-
gester that this file would be valuable for the use of
rersons not authorized {0 use the four-fold meeting Blders

Approved For Faditad82000/08718-2@XIRD S (L90 88214660 2008 70013 v4 114

reason for establishing this file. The work involved in
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2373 Con't

maintaining sush a file 1s negligible because extra coples of
Agendas and mimutes are always avallabls. ,

4. The record of implementing action on CIA Career Council recom-
undatimian;ooﬂiﬁnbutmlﬂimlnmﬂeﬁbhtimof
stef? officers who were acquainted with programs discussed snd
acted upon by the Comncil. It is felt that & separate record -
such as this is not necessary isssmush as implementing actlions
sre documented in subject files mintained in this office.

e. Some of the other suggestions mads by the suggester such as the
use of identifying symbols for Career Council reccrds, the in-
clusion of Agenda distributiom lists in the meeting folder and
nusbering each copy ofthe Agenda are clerical procedures which
assist in indexing subject matters and keeping the files in an
ordserly manner.

"he subject suggestion has contributed to the improvement of the
system of maintaining Career Council records and is considered to

be a contribution which substantially advences an important functiom
of this staff and the Agemcy. This proposed system is applicable to
other activities in the Agency or in Government, partizularly for
boards or comaittees which meet regularly and where documentstion of
the activities 1s required.”

, The Personnel Advisor to the Suggestion Awards Committee ou
, 8 Pebruary made the following statement:

N
) }' "Filing time prior to adoption of this system vas negligible because
v a less complicated, chronological file was mintained. Although
jé’ considersble filing time was required in setting up the nev syntem,
its maintonance is not a time-consuming task. The benefit is in

qu // ‘more orderly and usable arrangement of material which facilitates
LY

reference.
¥ = w "Our adoption of the system suggested has appliecation omly to cne
\\ set of records maintained in a single office. Hence its application
18 *limited’. The degree of benefit seems to fall im the ‘moderate’
range in that it represents a considerable modifieation of an opera-
ting prosedure. me,mmeofthume&mhnwor
a very high order and even the minimm awvard of the 7limited-moderate’
range seems disproporticoately high. We would recommend that awvard
as & maximum in this casge.”

C. Reccamendation of the Bxecutive Secretary:

ApProvel. Award of $10-$25 based on intangible benefits.
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CIA INTERHAL USE ONLY
19 March 1957

Suggestion Fo. 2605

Date of Suggestion: 1B October 1956
STATINTL I Office of Research and Reports Carviographer GS-11

'Aa

C.

Summary of the Suggestion:

Suggester proposed that the speciol luncheon sexrved by Government
Services, Inc. be edjusted to allow an option of bresd snd dutter, =
five cent drink or five cents eredit towsrd s more expensive arink.

Bvaluntions of the Coneerned Offices: '

Chief, Administrative Staff/OL on 5 Merch 1957 stated the
following:

"While the suggestion has not been adopted exactly ss proposed,
the option of tomato Juice or bread and butter iz a step in the
right direction.

"It is recomuended that the suggester be glven an appropriate
cash awvard baged om intangible bdanefits aceruing to Govermment
versonnel. Incidentslly, the plan hae been made effective iz
81l cafeterias opersted by Covermmesnt Services, Incorporated.”

Oeneral Services Administration om 20 Pebrusry 1957 made the
following statement:

"The suggestion above was considered and it wvas determined by
GBI that an optiom of tomato Juice or bread and butter be

offered on the epecial lunch. This change wvent into effect on
Pebrusey 18, 1957.

"This substitution will eliminate the excessive ammmt of starches
offered vhen the entree includes bhrezd.®

BA EOTE:
-mployaes are served each day in QSI cafoterias.
Recommendation of the Executive Secretary:

3ppmu1. Avard of $25-50 based on intangible benefits {slight-
local )




